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July 23, 2004 BCSS-C-04-019 

BCSS-P-04-015 
BCSS-ADM-04-005 

MEMORANDUM 
 
TO:  Contracted and Non-Contracted Case Management Agencies 
  Direct Service Provider Agencies 
  BCSS Regional Offices 
 
FROM: Barbara C. Dodge, 
  Director 
 
RE:  Clarification of Documentation Procedures  
 
This will serve to clarify proper documentation procedures for staff to use in recording 
activities for recipients of waiver services. 
 
Documentation in case records provides an ongoing “picture” of the progress toward 
achieving outcomes and the basis for decisions and recommendations for supportive 
services.  For this reason, documentation of activities is not linked to minute increments, 
but rather describes the activity over a period of time. 
 
While HIPAA requires billing to be recorded in 15-minute increments, this is not 
necessarily a requirement of documentation.  Unless the activity only takes 15 minutes, 
such as administration of medication, then documentation would cover the period of time 
the activity took place.  Documentation must be completed at the end of each shift for 
each service delivered. 
 
An example of an adequate progress note would be a shopping trip with the direct 
support worker to the mall that occurs over a 3 hour time period, where the time is 
documented in a summary.  Staff would not be required to document every 15 minutes to 
describe the ongoing activities.  The adequate progress note could be done in a summary, 
describing the time the person left for the shopping trip, who accompanied them, possibly 
purchases made, a meal or snack eaten, a movie that was attended, the time they returned 
home and progress toward their personal outcome.  Remember, however, that critical 
incidents, per BCSS policy, must always be included as a part of documentation. 
 
Documentation is not intended to be intrusive or an embarrassment to anyone.  It should 
describe the quality and quantity of services rendered, as well as provide accountability 
for the agency.           

Kathleen Babineaux Blanco 
GOVERNOR 

Frederick P. Cerise, M.D., M.P.H.
SECRETARY 

 

STATE OF LOUISIANA 
DEPARTMENT OF HEALTH AND HOSPITALS 
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October 12, 2004 BCSS-P-04-019 
 
 
PROVIDER NOTICE 
 
TO: Providers of Medicaid Waivers 
 
FROM: Barbara C. Dodge, MA FAAMR 
 Director  
 
RE: Policy Change and Clarification regarding Direct Service Provider Changes 
 
Only the waiver participant can request a provider change.  This request is facilitated 
through their support coordinator (case manager).   
 
The following policy clarification and implementation is being given to all waiver 
providers: 
 
I. Waiver Service Provider Changes 
 
NOW and Children’s Choice Provider changes for “good cause” require review by the 
Regional Manager who will make a “good cause” determination as defined in the 
respective waiver policies. If it is deemed approvable, the Regional Manager will sign 
and forward to the Contracted Agent for Prior Authorization. The Regional Manager will 
also submit a monthly report to the BCSS Provider Enrollment Manager. This monthly 
report will list any instances of “good cause” in which the provider has not rendered 
satisfactory services to the participant and will be used for re-enrollment policy 
adherence. 
 
The Elderly and Disabled Adult Waiver policy is hereby amended to specify that 
provider changes may occur:  
 

Once every services authorization quarter (3 months) with the effective date being 
the beginning of the following quarter (January, April, July, or October).  The 
request must be received to the BCSS Regional Office at least 30 days prior to the 
beginning of the Service Authorization Quarter. 

 

Kathleen Babineaux Blanco 
GOVERNOR 

 

Frederick P. Cerise, M.D., M.P.H.
SECRETARY 

 

STATE OF LOUISIANA 
DEPARTMENT OF HEALTH AND HOSPITALS 
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Page 2 of 2 
Provider Changes 
 
The only exception to the above is for “good cause”.  In this case a “good cause” 
determination is made by the BCSS Regional Manager as described above. Good cause in 
the EDA waiver is defined as: 
 
 The participant moves to a new region; or, 

The participant and direct service provider agency have unresolved difficulties 
and mutually agree to a transfer;  
Safety, health, and welfare have been compromised and/or the direct service 
provider has not rendered satisfactory services to the participant. 
 

All waiver provider changes which are requested in the middle of a quarter (for good 
cause) must have an attached CPOC Balance Report and documentation from the old 
provider stating what services are expected to be used prior to the transfer; this must be 
approved by the family.   
 
 
Copy: Support Coordination Agencies 
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October 13, 2004       BCSS-P-0-020 
 
 
MEMORANDUM 
 
 
TO:  Waiver Service Providers 
 
FROM: Barbara C. Dodge 
 
RE:  Provider Number 
 
In order to avoid delays and ensure proper payment for waiver services, providers shall 
be required to furnish a copy of their Provider Number Letter to the Support Coordinator 
with each signed agreement to provide services (CPOC or Revision). 

Kathleen Babineaux Blanco 
GOVERNOR 

 

Frederick P. Cerise, M.D., M.P.H.
SECRETARY 

 

STATE OF LOUISIANA 
DEPARTMENT OF HEALTH AND HOSPITALS 
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October 11, 2004 BCSS-P-04-022 
 
 
TO: EDA Waiver Providers  
 NOW Waiver Providers 
 Children’s Choice Waiver Providers 
 
FROM: Barbara C. Dodge, MA FAAMR 
 Director  
 
RE: Release of Authorization for Payment 
 
It has come to our attention that many of you are billing for services that have been authorized, 
but have not been documented in the LAST as having been provided to the waiver participant.  
LAST data entry is a requirement of all waiver programs for all waiver providers.  The LAST 
system will only release the amount of services your agency has actually provided and 
documented, that do not exceed the authorized amount based on the BCSS approved plan of 
care.  Once the amount of services provided to each participant is entered by the Agency, that 
amount of services is then released to Unisys as reimbursable up to the amount authorized, 
based on the approved plan of care.  Payment for only those services actually provided, 
appropriately documented based on programmatic requirements, and not exceeding the 
authorized amount shall be reimbursed. 
 
Policy requirements and training were provided to each agency through Statistical Resources, 
Inc. (SRI).  If you need another copy of the training packet, you may access it on the BCSS 
website at http://www.dhh.la.gov/bcss.  If you need to know the representative from your 
agency who attended the required training, you may contact SRI. 
 
As another resource, Statistical Resources conducts training every two weeks on this system.  
Anyone wishing to attend may contact SRI to schedule another training date.  
 
          

Kathleen Babineaux Blanco 
GOVERNOR 

Frederick P. Cerise, M.D., M.P.H.
SECRETARY 

 

STATE OF LOUISIANA 
DEPARTMENT OF HEALTH AND HOSPITALS 

SChalasa
Handout 36



OFFICE OF THE SECRETARY  •  BUREAU OF COMMUNITY SUPPORTS AND SERVICES 
446 NORTH 12TH STREET  •  BATON ROUGE, LOUISIANA 70802-4613 

PHONE #: 225/219-0200  •  FAX #: 225/219-0202 
“AN EQUAL OPPORTUNITY EMPLOYER” 

 
 
 
       
 
 
 
 
November 29, 2004      BCSS-C-04-027 
        BCSS-P-04-027 
        BCSS-ADM-04-011  
   
MEMORANDUM 

 
To: Contracted Support Coordinators  
 Medicaid Enrolled Direct Service Providers  
 
From: Sue Merrill 
 Acting Director, BCSS 
 
Re: Release of Documents When Changing Direct Service Providers  
 
The Bureau of Community Supports and Services (BCSS) has reviewed the current New 
Opportunities Waiver (NOW) policy regarding the documents obtained by the support 
coordination agency when assisting a person in changing direct service providers.  
 
According to Chapter 32, New Opportunity Waiver Manual, January 1, 2004, pages 14 and 15, 
the support coordinator is responsible in assisting the participant (recipient) to change direct 
service providers.  One responsibility is to “Obtain the case record from the releasing provider 
which includes the most current six months of progress notes; time sheets, written documentation 
of the services provided...”  
 
Effective immediately, the support coordinator will only be responsible for obtaining the last two 
(2) months of progress notes and will not obtain any time sheets  from the releasing provider.  
The progress notes allow the new provider a glimpse of the activities of the person they are 
staffing.   
 
Please accept this as the official notice that support coordinators are not required to obtain any 
time sheets from the releasing direct service provider when a person requests a change of service 
providers in the NOW Waiver.  
 
 
C: Barbara Dodge 

Randy Baumgartner 
 Jean Melanson 
 Loida Kellgren 
 Delphine Jackson 
 Stella Leigh 
 All BCSS Regional Managers 

Kathleen Babineaux Blanco 
GOVERNOR 

 

Frederick P. Cerise, M.D., M.P.H.
SECRETARY 

 

STATE OF LOUISIANA 
DEPARTMENT OF HEALTH AND HOSPITALS 
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Who is SRI?

What do they do?

201/13/05

Statistical Resources, Inc. (SRI) is 
contracted by BCSS to:

Prior Authorize (PA) direct services that 
have been approved by  the BCSS 
regional office for all waiver services. 
Develop and maintain the Louisiana 
Service Tracking Software (LAST)
Provide LAST software training and 
technical support to Direct Service 
Providers

301/13/05

How are PA’s issued?
BCSS Regional Office sends 
approved Comprehensive Plan 
of Care (CPOC) information to 
SRI.
PA’s are issued based on the 
approved CPOC budget.
PA’s begin on the Payment 
Vendor Date.

401/13/05

PA’s for Environmental Accessibility 
Adaptation (Environmental Modifications), 
and/or for Specialized Medical Equipment 
and Supplies (Assistive Devices) are 
issued for the CPOC year and are 
adjusted to reflect the completion date 
only after Job Completion Form is 
received from BCSS regional office.

501/13/05

PA’s are issued in quarterly segments.
PA’s are issued for the entire CPOC Year 
at one time.
PA’s are electronically shipped to Service 
Provider Agency via LAST data system.

601/13/05

How does PA’s for the Children’s 
Choice Waiver differ?

PA’s are issued with a cap based on 
the CPOC budget for the year.
PA’s for family training are issued for 
the CPOC year and are adjusted
only after receipts documenting that 
the training was attended have been 
submitted and received.
PA’s for diapers are issued in  
monthly segments.
All administrative fees are added by 
the LAST software.
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701/13/05

Louisiana Service Tracking 
Software (LAST)

All service events, modification completion 
logs, and distribution of diapers logs must 
be entered into the LAST system.
Information files must be sent to SRI prior 
to billing.  Units of service are released 
based upon the data entered and received 
from your agency.

801/13/05

LAST software, training, and 
technical support is provided by 
SRI to Direct Service Providers.
LAST software has incorporated 
numerous reports to assist you 
with the service management, 
including balances remaining to 
be provided for a participant.

901/13/05

LAST Computer Specifications
IBM compatible PC with a Pentium 4, Celeron or Equivalent 
Processor
1.44 MB 3.5 inch disk drive
512 MB RAM
25 MB free hard drive space
Color monitor
Printer
DSL or Cable Modem and Broad Band Connection
CD ROM
Windows 2000, XP, or later version of operating system
Internet account with E-mail and Web-browser software

1001/13/05

What’s Next?

Once you have received your Medicaid 
Provider Numbers from Provider 
Enrollment and your first approved CPOC 
for a participant, call Anita Nixon at SRI
to enroll in the next available software 
training class. 
SRI’s phone number is:  (225)767-0501

1101/13/05

Who to call at SRI
Dr. Steven Buco, President

Request for Services and Prior Authorization Manager 
– Roxanne Myers

Prior Authorization Supervisor 
– Lakeisha Jarrett

LAST Training and Technical Support
– Anita Nixon

1201/13/05

Statistical Resources, Inc.
11505 Perkins Road

Suite H
Baton Rouge, LA  70810

(225)767-0501
Fax:  (225)767-0502
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